
 

 CITY OF LONG BEACH 
POLICE DEPARTMENT 

110000  LLOONNGG  BBEEAACCHH  BBOOUULLEEVVAARRDD    !!    LLOONNGG  BBEEAACCHH,,  CCAA    9900880022    !!    556622--557700--77330011    FFAAXX  556622--557700--77111144  
  

OOPPEENNIINNGG  FFOORR  CCLLEERRKK  TTYYPPIISSTT  IIIIII  ––  UUNNCCLLAASSSSIIFFIIEEDD  
SSaallaarryy  RRaannggee  338800::  $$1133..116655  ttoo  $$1188..000022  ppeerr  hhoouurr  

 
There is an immediate opening for a permanent, full-time unclassified Clerk Typist III position. The individual selected 
will provide direct support to the Records Administrator of the Records Division in the Administration Bureau of Police 
Department.  This position qualifies for a $.30 per hour skill pay. 

 
Duties Include: 
 

• Supervising temporary employees 
• Scheduling appointments and meetings 
• Completing project assignments 
• Typing correspondence, performance evaluations and staff meeting agendas and minutes 
• Ensuring distribution of mail for the Department 
• Verifying and submitting employee timesheets to the Personnel Division 
• Maintaining Division files 
• Processing Division purchase orders 
 
Requirements Include: 
 

• Strong oral and written communication skills 
• Proficiency in word processing and general office skills (Excel knowledge is desirable) 
• Flexibility in taking on new tasks and assignments and willingness to perform other related duties as required 
• Ability to handle confidential issues in a professional manner 
• Ability to prioritize and work in a fast-paced environment 
• Ability to work well with staff and management at all levels of the department 
• Ability to maintain professional conduct under pressure 

 
Experience working in the City of Long Beach and with law enforcement would be desirable, but not 

required. 
 
AApppplliiccaannttss  aarree  aasskkeedd  ttoo  ssuubbmmiitt  aa  lleetttteerr  ooff  iinntteerreesstt,,  rreessuummee,,  aanndd  tthhee  nnaammeess  aanndd  tteelleepphhoonnee  nnuummbbeerrss  ooff  ttwwoo  ccuurrrreenntt  pprrooffeessssiioonnaall  
rreeffeerreenncceess  nnoo  llaatteerr  tthhaann  44::3300  pp..mm..  oonn  FFrriiddaayy,,  JJaannuuaarryy  1144,,  22000055..  

  
LLoonngg  BBeeaacchh  PPoolliiccee  DDeeppaarrttmmeenntt  

AAtttteennttiioonn::  JJoonnaatthhaann  SSttaaffffoorrdd,,  RReeccoorrddss  AAddmmiinniissttrraattoorr  
110000  LLoonngg  BBeeaacchh  BBllvvdd..,,  SSiixxtthh  FFlloooorr  

LLoonngg  BBeeaacchh,,  CCAA    9900880022  
  
RReessuummeess  wwiillll  bbee  rreevviieewweedd  ffoorr  rreelleevvaanntt  eexxppeerriieennccee  aanndd  qquuaalliiffiiccaattiioonnss..  TThhoossee  aapppplliiccaannttss  mmoosstt  qquuaalliiffiieedd  wwiillll  bbee  ccoonnttaacctteedd  ffoorr  aann  
iinntteerrvviieeww..    TThhee  ssuucccceessssffuull  ccaannddiiddaattee  wwiillll  bbee  rreeqquuiirreedd  ttoo  ccoommpplleettee  aa  tthhoorroouugghh  bbaacckkggrroouunndd  rreevviieeww..  

 
This information is available in an alternative format by contacting 562-570-5862. 

AANN  EEQQUUAALL  OOPPPPOORRTTUUNNIITTYY  EEMMPPLLOOYYEERR 


	POLICE DEPARTMENT
	Long Beach Police Department
	Attention: Jonathan Stafford, Records Administrator

	100 Long Beach Blvd., Sixth Floor

	Long Beach, CA  90802

